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PERSONNEI, OFFICE SURVEY REPORT

ORGANIZATIONAL COMPONLNT ¢

A. Office of Commuuications
B. Administrative Staff
C. Personnel Branch
D. Career Service Board Secretariab
BRIEF FUNCTIOHAL STATEMENT - Including Reporting Authority, Number

o Parsonnol Currenvly Assigned to Component and Propoged Personnel
Requirements

The Secrebariat is under the supsrvision of the Chairman,
Career Service Board, and is responsible for providing direct
administrative support for the Career Service Board, includings

A. Preparation of agenda

B, Preparation of minutes

C. Preparation of action papers

D. Haintenance of suspense files

. Mainbenance of records of board scbiviile

¥, Compubation of norm scores and compilation of norin lisbings.
G. Follow=-up on &ll Board actions

25X1A%a

currently performing the duties of Executlve Sscretary as an addi- 25X1A9%a
tional cuty. T cvcrently sssigned to the Pland
Enginesring Branch, has been informally detailed to the Oflice of

Assisteant Chief, Porsomngl. Branch, is

the Chief. Personnel Braneh and is performing the functlons of clark
) 25X1A9a

to the COB. z—is currentiy assicned to the Office of
the Assistant Direcbor ana L& performing the functions of Recording

Seeretary to the Boards The. proposed Taple of Urga imabion request
submitted by the Office of Communications for the OST Secretariab
providad for three positions.

DETATLED FUICTIONAL TESPONSIBILITIES CURNEMITY ASSIGWED TO THIS

ORGANIZATIONAL COUPONENT

Ls DLxecubive Secrebaty
1. Is responsible for advising the Chairman on all per-
gsonnel matters and attends all Doard meellngse

2, Is responsibie for the preparation of tie apgenda and
winutes as well as the presence and accuracy of all
supporbing papers for each case. {Supervises the Clerk
and the Recording Seecretary who actually prepave the
material required by the Board.)
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URITY INFORMATION

3. HMaintains liaison with opereting officials within
0/s fur the purpose of coordinating Board promotion,
rotation and transfer actions.

i, Is respcnsible for preparing the conference room and
scheduling employees lor Potrd interview.

5. As the representative of the Personnel Branch, is
rasponsible to the Beerd fof implementation of approved
CSE actions and for meintaiding €o0llow-up action.

Bo Clerk - under the general supervision of the Executive
Secretary, the clerk perfoums the following tasks:

1. Computes norm scores for all employees grade GS-7 and
above on the basis of data gained from a search of
of {irial records, {(mslification Cucstionnaire and PlS).
Malrteing norm scores hy posting pertinent changes by
G5 gyvade group.

2. Comriles norm listings of all employees grade GS~-7 and
above.

3s By inspection of norm -isting, schedules cases for Board
review {promotion).

Lo Types CSB norm data sheots.

5. Prerares in draft the sgenda for each Board meeting.

6. Assembles official personnel folder, 0/C rersonnel
folder and other materdal required for each case pre-
gented to the Roard.

7. laintaing file of nriority requests for promotion actions.

8. llaintains Personnel Nrench fille of all CSB Action iiemo~
randums, Norm Data Forms, CSB lemorandu:is.

9. Types indorsements and nenorandumzs, concerned with
CSB activities.

C. Recordin: Secretary - under the gensral supervision of the
Executive Secretary, the Recording Secretary performms the
following tasks:

1. Types Board agenda from draft rrepared by clerk.

2. Hand carries agenda to £7CO and DANCO; files copy
iy Board member files.

T
o

SECTIITT INFARMATTON
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11.
12,

13.

SECRET
SECURITY INFORMATION

Prepares 3 x 5 card for each name on agenda showing
name, action and date of Board meeting. (This card
vecomes part of file maintained by recording secretary
for her own use. She takes it .to all Board meetings
and on rare occasions the Board uses it as a ready
reference file.)

Attends all Board meetings for:the purposge of receiving
dictation from Board menbers ad each case is reviewed.

Prepares a CSB Action Mamorandum for each case by
transcribing notes taken during the meeting.

Hand carries Action Memdrandumd to each Board rember
for signature and to the DADCO ‘and ADCO for review and
approval.

Upon approval of Action Hemorandums, nobes approval date
on all copies, retains copy for Doard file, and forwards
remaining copies to Personrel Branch for acticn.

Preparas minutes of Board meeting from notes taken during
meeting.

Maintains suspense file of tabled cases.

Haintains & file of agenda andiminutes for each Board
menber.

lHaintains file of corresponden¢e with CIA CSB,

Prepares 0/C Board monthly repért to CIA C5B. The
statistical portion is e¢ompiled from minutes of meetingss
the narrative portion is dictated by the Chairman, CSB.

Preparss correspondence for the Chairman on Career Service
matters.
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SECUTRITY THFQRMATION
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